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Highgate Wood School is a mixed Comprehensive School group 7, situated in the Crouch End playing field area of the London Borough of Haringey

Age range 11 - 18

Job Description

	Post Title:
	Data Manager


	Grade:
	Salary Scale – PO3-PO4 depending on experience

	Responsible To:
	Line Manager (Business Manager) and the Headteacher


	Main Duties:
	· Overseeing, developing and maintaining the school’s use of SIMS and the use of data across the school
· Producing clear, concise, accurate information to support the raising of standards of performance in school

	



	1. As the Data Manager you will be responsible for:

Main Duties
· Managing, maintaining and developing an efficient and effective school Management Information System (MIS) and related analysis tools.
· Fully responsible for the school’s education management information systems (SIMs, 4Matrix, ALPS) and their role in raising standards and performance across the whole school.
· Drive forward use of MIS to ensure full and efficient capture of all school data (e.g. including SEN, Behaviour Management, Attendance, Assessment)
· Develop and champion the use of Management Information Systems, particularly to improve standards across the school providing internal consultancy to individuals and departments as required.
· Ensuring the comprehensive administration, development and analysis of data-related management information for the school.
· Developing and maintaining effective school information systems, ensuring accurate and current data is available to meet the MIS requirements of the school and ensuring available student data is included in the MIS, including prior data for primary transfer students or mid-phase admissions.
· Using high ICT skills and knowledge to implement SLT’s data strategy and suggest alternatives as appropriate.
· Developing clear, concise, accurate and timely information and reports for internal and external purposes and ensuring accurate and timely statutory data returns.
· As the MIS expert, respond to education developments that have implications on data management and keep up to date with and react to changes in local and national education policy that could have an impact on the role and its responsibilities.

Targeting
· Advise and assist the Headteacher in reporting to Governors, the Local Authority and Ofsted Inspectors in target setting and detailed analysis of school performance in line with the DfE’s benchmarks from the ASP.
· In collaboration with the Head of Sixth form use ALPs to transfer Sixth Form students’ data from SIMS including average GCSE point to assign targets and reimport these back in to SIMs.

SIMS and other MIS Systems
· Complete end of year processes, so the system promotes accurately into a new academic year.
· To work in Course Manager to maintain courses for all key stages and ensure that correct QAN codes and guided learning hours are attached to the courses and students.
· To maintain 4Matrix, including transferring assessment data, keeping course information up to date, building research groups and enabling staff to access the data in 4Matrix.
· Disseminate DfE and National Data as it is released to SLT and other relevant stakeholders.
· Ensuring, in liaison with other members of staff, the completion of appropriate data returns to the DfE and other statutory bodies, ensuring all information is correct and up to date, particularly where funding is concerned for KS5 courses.
· Assist with the setup of the Year 9 Options cycle
· Deal with day to day class movements and course changes as they occur.

Analysis
· Produce accurate and comprehensive data analysis as required for all stakeholders, which includes whole school, year group, House, department, specific target cohort or individual level.
· Exercising highly developed skills in order to ensure "non-data specialists" can translate data results in the classroom to impact on student achievement.
· Leading the analysis of data relating to the school’s target groups and, in discussion with Heads of House and SLT, providing data and develop systems that supports their focus on under-achieving students, including tracking and monitoring student progress.
· Create systems to provide data to inform SLT on value added performance of individual teachers, subjects and departments.

Examinations Results and DfE Data
· In August, to work alongside the Exams Officer on results days to produce appropriate spreadsheets and analysis of results in 4Matrix.
· Producing detailed analyses and statistics of KS4 and KS5 examination results as soon as practicable for the Headteacher and the Local Authority.
· Before official released of results and within a tight deadline, working with the Exams Officer to complete the DfE Tables Checking Exercise and other examination statistics, checking for accuracy on student data and all remark grades are present.

Progress Checks
· Leading the school’s data collection, analysis and reporting procedures across KS3, KS4 and KS5, including benchmarking, baseline data, achievement data.
· Preparing Assessment Manager to build templates and formulas to enable staff to easily input and retrieve student data; ensuring that data is available, accessible and efficient to use for others in the school.
· Maintaining and developing student data tracking systems, including analysis tools such as 4Matrix and ALPs, to enable all staff to monitor student progress.
· Developing and preparing individual student reports that are produced and distributed after each data collection and ensuring they are up to date and accurate.

General tasks
· Train internal staff to required level of competency in SIMs and other systems the school uses.
· Provide any additional tracking or analysis on assessment data as requested from SLT, Heads of House or Heads of Department, including, performance, attendance, behaviour, exclusions, concern screens etc.
· Perform any other duties commensurate with the grade as and when required by the Headteacher.




	Arrangements for performance management and review:

There is an annual performance management cycle carried out by line mangers which seeks to acknowledge success, resolve problems and identify training/development needs.




Please note:

The post demands a very high level of understanding of data management its complexities. There is a very high demand for precision in this post. The work involves making frequent decisions and exercising own initiative. 
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Person Specification
Data Manager

Experience

· Extensive experience of working within an education environment
· Excellent knowledge and understanding of secondary education processes (i.e. curriculum, timetabling, key stages, assessment)
· Experience of managing student data and reporting systems 
· Proven ability to prepare and manage the school’s data-related information and statutory returns
· Knowledge of ICT skills to support the data management of the school system and the analysis of whole school performance
· Ability to analyse complex data and report on it in a timely and user-friendly way, allowing evidence-based decisions to be made.
· Proven leadership track record and evidence of assisting staff in monitoring and analysing student achievement data
· Experience of preparing and presenting formal reports (both statistical and narrative) that interpret data and evaluate trends 

Qualifications/Training

· Excellent numeracy/literacy skills 
· Relevant degree in IT or Business or High-Level Qualification that is appropriate. 
· High ICT competence with advanced knowledge of Office, especially Excel (preferably with VBA)
· Excellent knowledge of SIMs

Knowledge/Skills

· Excellent understanding of school Management Information Systems and secondary schools’ information needs
· Knowledge of SIMs, 4-Matrix, ALPs and similar systems
· Expert in the use of wider ICT systems and applications
· High-level administrative and organisational skills, sound time management and prioritisation
· Knowledge of how to produce the school timetable 
· [bookmark: _GoBack]Ability to define and maintain data quality controls 
· Working knowledge of current data protection legislation
· An understanding of the necessity for strict confidentiality, where appropriate
· Ability to respond to educational developments that have implications for data management 
· Strategic planning skills and ability to use data to inform school strategy and vision
· Enabling leadership style and ability to develop and maintain positive relationships with colleagues at all levels
· Sound line management skills - ability to manage, organise and motivate staff
· Self-motivation and a desire for excellence.
· Excellent problem-solving skills whilst being able to prioritise and manage workload
· Ability to work with limited supervision and utilise initiative.
· Ability to provide quality documentation, reports and presentations to audiences of all levels
· Good written and verbal communication skills and be able to work with all school and external stakeholders 
· Experience of presenting to and training staff
· Ability to work in an organised and methodical way and have sound organisational and coordination skills
· Proven ability to ensure that deadlines are met in a pressurised work environment 
· Ability to maintain confidentiality.
· The ability to work constructively as part of a team or as an individual.
· Ability to relate well to adults and children.
· Excellent record of attendance and punctuality
· Strategic thinker, with the capacity to provide high-level input into key areas of the school’s development
· Ability to pay close attention to detail.
· Drive, tenacity, resourcefulness, enthusiasm, patience and with a capacity for hard work 
· Flexible working approach
· Thorough understanding of safeguarding children

Equal Opportunities	

· Commitment to the implementation of the school's equal opportunities policy

Continuing Professional Development	

· Ability to self-evaluate and activity seek opportunity for improvement with commitment to continuous professional development
· Ability to reflect on your own professional practice 

Health & Safety	

· Commitment to the implementation of the school’s Health & Safety policy

This post is subject to an Enhanced DBS Disclosure and the successful applicant will be subject to relevant vetting checks before an offer of appointment is confirmed, and will be subject to rechecking as appropriate.

This post is subject to regular review to meet the changing needs of the school

	Data and Exams Manager
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